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Research the 
basic Information 
regarding the 
collaborative 
workspace 


Establish the workspace in EDMSI5 evT 



Grant group access permissions to 
folders 
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Establish WSA secure and shared 
folder architecture 
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Organize the setup of the WSA workspaces 

Identify system requirements - IS & WSA Learning Organization 
(LO) Team input 

Determine the workspace name - This is the Project Owtsers 
responsibility 

Determine the points of contact for the workspace - This is the 
Project Owners responsibility 

Establish the type of workspace - This is the RD&E Wide AC 
responsibility (D. Drumwright). 

Plan the location of the workspace in EDMS - This Is 
communicallon from WSA to Bie RD&E Wide AC (D. Drumwright). 

Plan the filing structure for the workspace This is communication 

from WSA to the RD&E Wide AC ^D. Dt'umwrjght). LO Team input 

Organize group structures for workspace participants -This is 

communication from WSA to the ROSE Wide AC (D. Drumwright). 

Set up the workspace and its filing structure in 
EDMS Development - This is the RD&E Wide AC responsibiilty (D. 
Dnjmwright). 

Obtain the Project Manager’s approval of the filing 

structure - This is the Site/Funclicn AC responsibility. 


a Complete the EDMS Project Workspace Request 

Form -Thisiscommunioatlonfrom WSAto the RD&E WideAC (D. 
Drumwright). Accountability for form is D. Drumwright 


Contact PM USA EDMS Administration to move the 

_ workspace to EDMS Production - This is the rose wide ac 

iwiossa responsibility (D, Drumwright). 


Contact PM USA EDMS Administration to create 
groups for the workspace participants -TWsistheRD&E 


Wide AC responsibility (D. Drumwright). 




Add the workspace participants to the groups - This is 

a WSA Site/Function AC tEsponsIbility. With WSA Admins 
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Add groups to workspace 
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Add th© groups to th© workspsc© - this is communication from 

WSA to the RD&E Wide AC (D. Drumwright). Accountability for getting 
groups added to worl^space is D. Drumwright. 

Assign group folder access permissions to the 

groups - This is a WSA Siteff^unctian AC responsibility. 

Obtain the Project Manager’s approval of the folder 

access permissions - This is a WSA Slte^Function ac responsibliuy. 


Add folders to workspace - Architecture design input from WSA 

LO Team - This Is a WSA Site/Function AC and WSA admins. 
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Populate WSA folders 




—^ Add WSA shared folder documents, digitize and add 
^ WSA paper documents - This is WSA Sile/FuhCtioti AC, admin and 

> IS responsibility 


Continued on page 2 
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Source: https://www.industrydocuments.ucsf.edu/docs/qrhk0001 
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Develop and implement KM guidance ' 


1 1 Coordination between Project Manager and RD&E 

1 _ 1 Wide AC (D. Drumwright) - project Manager responsibility 
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14. 

Develop and implement KM training 
module 


1 [ Schedule Livelink training sessions - is responsibility (p, 

1 1 Cline) 
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Close the workspace 
when appropriate 


15. 

Open the workspace for use 
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16. 

Acquire and Implement Open Text 
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Spyder software 



17. 

Survey users 
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18. 



Assist with ongoing maintenance 
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Open the workspace to users - This is ihe Site^unclion AC 
responsibility. 


Link external websites/databases - unksto pmrl 

Documentum and external websites • iS and PMRL responsibility 


Coordinate with LO Team on survey development - 

Project Manager responsibility 


Maintain the workspace during the life of the project 

• This Is the Slle/Function AC responsibility. This is also the responsibilit/ of 
the Project Leader. 


Close the workspace when project work is complete 

- Move appropmale information to ERMS» induding notification to the RD&E Wide 
AC (D. Drumwfight) that the project has been closed and the primary records 
have been moved. This is the Site/Runction AC responsibility. 
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